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NEAT First Steps after Installation

After the current version (version 8.2.4.2 in this example) of NEAT has been
installed, there are several steps that need to be performed to make NEAT ready for
use by your agency. In general, these steps only need to be performed one time.
There are additional steps that will be covered in another document,

» 1. Create your Agency - Create your agency record by copying the default
agency record and renaming it to your agency. Fill in agency details, such as
address, phone numbers, etc.

o 2. Create Supply Library - Create your agency’s supply library by copying the
default supply library and renaming it to identify it as belonging to your agency.

« 3. Create Setup Library - Create your agency’s setup library of weatherization
measures by copying the default setup library and renaming it to identify it as
belonging to your agency.

4. Create Initial Client Survey - Create your agency’s Initial Client Survey
by copying the default Initial Client Survey and associating it with your
agency.
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NEAT First Steps after Installation

Login to NEAT using the default login name and password, so that you can access
the various features. Eventually you may set up user login names and passwords for
personnel at your agency. When NEAT is first installed the default login user is
“Jane Admin”, having a short user name of “JA”, and a password of “admin”. The
password Is case-sensitive.

United States Department of Energy

7 Weatherization Assistance Program
Weathéfmatbn" St— Weatherization Assistant
Assistant 824 =5 “ersion 3.2.4.2
E 12/29/2004
> National Energy Audit Tool (NEAT)
N

Developed by Oak Ridge National Laboratorn,

Double-click Manufactured Home Energy Audit (MHEA)
on the NEAT _
Shortcut |C0n ES Weatherization Assistant Log On g|
Opens the UserNama  JA j LogQn
Log On fOFm Fassword | Exit

Data Link <Databases |ChProgram Files\wWeatherization Assistant 824ywad24.mdb
Description: |[Default backend database
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NEAT First Steps after Installation

4. Create Initial Client Survey

Create an Initial Client Survey for your agency by copying the
default survey to your agency record. From the main screen click
on the Agency button to show the Agency screen.

Weatherization Assistant (8.2.4.2) USER: JA GROUP: Admin

s Agency:
$ ok \ Click on

Clients
F Energy Audits Agency button
@ Ei_—g Site Built (NEAT)

— Mobile Horme (MHEA)

Multi-Family (MFEA)

P Work Orders
<Databaser |ChFrogram FilesywWeatherization Assistant §24wadz4.mdb _
Description: |Default backend database Llsifa L
Supplies Setup Librany Freferences Log On Help Exit
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NEAT First Steps after Installation

4. Create Initial Client Survey

Your agency should be shown by default when the Agency screen
opens. Ifitisn’t shown, select your agency record by using the find
Agency by Name drop-down list in the lower left corner of the screen.

EE Agency

Agency Name [West Central Minnesota Commy| State [MN_|

Agency Information | Contacts (0) | Cost Centers (0) | Sunveys (0) | Clients (0) | Audits (1) | Work Orders (0} | Status Histary |

Agency Name |West Central Minnesota Communities | Address 123 dth Street
State City Somewhere
Agency Type Local Community Action Agency j State MM j
Federal ID MNum 123-4567 Zip Code 55555-4444
= Fhone Mumber (888) 123-4567
Cither 10 Nurm Fax Mumber (888) 123-7654

B Ebail assistance@westcentral.com
‘Weh Page URL wwwavestcentralagency.com
Agency by Name - .
. ¥ Detfault agency to associate with new Client, Waork Order,
drop-down ||St Library, and Supply records. Checking this will automatically
IMcheck this box for all other Agency records (ie. Only one

Agency record can be the Default record).

REFORT
by Name | LI Select Report |Schedu|ed Audits ;] gl?;itcst
|<| 4 | 2 | | b | af[ 2 Copy | Del Presiew ‘ Frint | POF File | Snapshat File | Explare I ID—|seIe|::ted
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NEAT First Steps after Installation

4. Create Initial Client Survey

Once your agency is shown on the Agency screen select the Surveys
tab. The tab should be labeled as “Surveys (0)”, indicating that there
are zero surveys currently associated with your agency.

EE Agency

Agency Name [West Central Minnesota Commy| State [MN_|

Agency Information | Contacts (0) | Cost Centers (0) | Sunveys (0) | Clients (0) | Audits (1) | Work Orders (0} | Status Histary |

Agency Name |West Central Minnesota Communities | Address 123 dth Street
State City Somewhere
Agency Type Local Community Action Agency j State b j
Federal ID MNum 123-4567 Zip Code 55555-4444

EIN Select Surveys tab e number (s 123-4567

Other 1D Mum Fex Number (888) 123-7654

Cgmmeml EMail assistance@westcentral.com

Yiah Page UBL wewwwestcentralagency.com

¥ Detfault agency to associate with new Client, Waork Order,
Library, and Supply records. Checking this will automatically
IMcheck this box for all other Agency records (ie. Only one
Agency record can be the Default record).

REPORT
by Narme | LI Select Report |Schedu|ed Audits ;] gl?;itcst
|<| « 2 | |>*J of[ 2 Copy | Del Preview ‘ Print I POF File | Snapshat File | Explare‘ ID—|seIe|::ted
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NEAT First Steps after Installation

4. Create Initial Client Survey

After selecting the Surveys tab, the screen should appear as shown below. Create the
first survey record for your agency by typing the text “Initial Client Survey” in the
Survey Name field. Make the survey active by clicking in the “Active” check box.

BZ Agency [z

Agency Name |Wes’r Central Minnesota Commy| State IE'

Survey MName || |i_ Active

Survey Question Definitions
Group | Order # |
3 [ 0

Question

Type the survey
name in this field
Record: NI 4 || 1. p I 4] IP’ri of 1

SURYEY DEFINITION
Cumment;
by Survey Name |

_|_|—| nib*!af’—| MJ

Click the Active
check box
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NEAT First Steps after Installation

4. Create Initial Client Survey

The Survey screen should appear as below. Any survey can be built from
scratch by entering questions directly into this form. However, for the
Initial Client Survey, the survey questions have already been entered and
stored with the original default “State of Minnesota” agency record. Those
survey questions will be copied to your agency’s Initial Client Survey.

Agency Name |West Central Minnesota CommL| State m

Survey Name |Initial Client Survesy | WM iactive |

Survey Cuestion Definitions

Group | Order # | Question
2 | 0

Record: |1| 4 || 10 IHIV%'IDf 1

SURVYEY DEFINITION
Cammenti
by Survey Name |

_|_|—| |>|i>*iof’—| ML]
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4. Create Initial Client Survey

Select the Agency Information tab in order to navigate to the original
“State of Minnesota” agency record, from where the Initial Client Survey
questions will be copied.

Agency Name [West Central Minnesota Commy State E

_ Agenu:ylnfu:urmatiu:un' Contacts (Eljl Cost Centers (0) survays (1) | Clients (0) | Audits (0) | Woark Orders [D]] Status History

Survey MR |Initial Clignt Survey | W active |
Survey Clueon Definitions

(youp | Order # | Question
2 ' 0

Click on the Agency
Information tab

Record: Hl 1 || 150 |H |b’r| of 1
SURBYEY DEFINITION | CDmmentl

by Survey Name |

_¢|4_|—‘ |H|P*|Df|—| MLI
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NEAT First Steps after Installation

4. Create Initial Client Survey

The Agency Information tab shows your agency as the default agency.
Select “State of Minnesota” from the Agency by Name drop-down list.

EE Agency

Agency Name [West Central Minnesota Commy State [MN_|

Agency Name |West Central Minnesota Communities |

Agency Type Local Community Action Agency j

Federal ID Mum 123-4567
ElrN

Click on the Agency by Name
drop-down list, then select “State
of Minnesota” from the list

Address

City

State

Zip Code
Fhone Mumber
Fax Number

EMail
Weh FPage LIRL

Agency Information | Cantacts (0) | Cast Centers (0 | Surveys (1) | Clients (0) | Audits (0) | Work Orders (0) | Stetus History |

123 4th Street

Somewhere

MM~

555656-4444

(888) 123-4567

(888) 123-7654

assistance @westcentral.com

wwen e stcentralagency. corm

V¥ Default agency to associate with new Client, Wark Order,
Library, and Supply records. Checking this will automatically

LMcheck this box for all other Agency records (ie. Only one
Agency record can be the Default record).

REPORT
- Select
;] I Select Report |Sc:hedu|ed Audits _I Clionts

Mame State Default
State of Minnesota kA Mo
Wiest Central Minnesota Communities A kAN Yes

Print I PDF File | SnapshotFile | Explore I l—‘
0 selected
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NEAT First Steps after Installation

4. Create Initial Client Survey

Once the “State of Minnesota” agency is shown on the Agency screen
select the Surveys tab. The tab should be labeled as “Surveys (1)”,
indicating that there is one survey currently associated with that agency.

Agency g‘

Agency Name |State of Minnesota | State |MN_|

Agency Information | Contacts (4) | Cost Centers (2) | Surveys (1) | Clients (2) | Audits (2) | Work Orders (2) | Status History |

Agency Name |State of Minnesota | Address
State City

Agency Type Other Ra State -]
Federal 1D Num Zip Code
EIN Select Surveys tab  |ne Number
ax Number

Other [0 Murn

Comment EMail

YWeb Page URL

" Default agency to associate with new Client Wark Order,
Library, and Supply records. Checking this will automatically
UNcheck this box for all other Agency records (ie. Only one
Agency record can be the Default record).

REPORT
by Name | ;I select Report |S|:heduled Audits LI gl?;itcé
| | 1 » | » | ,*I af[ 2 Cupyl Del J Preniew | Frint J FODF File | SnapshotFile ‘ Explore J ’—|D Saleered
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NEAT First Steps after Installation

4. Create Initial Client Survey

The Initial Client Survey is shown for the agency named “State of
Minnesota”. The first 6 questions out of the full set of 22 questions can
be seen on the screen. The other questions can be viewed by using the
record selector or using the scroll bar along the right side.

EE Agency @

Agency Name |State of Minnesota | State [MN_|

~ Agency Information ] Contacts (4) | Caost Centers (2)  Surveys (1) |Clients (2) | Aldits (2)] ‘Wark Orders (2_)] Status Histury]

Survey Mame |Initial Client Survey | W Active
Survey Question Definitions
Group | Order # | Question -
P [Dwelling and Client 1 Age of dwelling {year huilf) (il
Comfort
N Dwelling and Client 2 Thermostat setting - Day P
Comfort
] Cwvelling and Client 3 Thermostat setting - Night
Comfort
N Dwelling and Client 4 Existing setback thermostat?
Comfort
] Crwvelling and Client 5 Setback thermostat properly used? ScrOII bar
Comfort
N Dwelling and Client 6 Install setback thermostat?
Cormnfart ﬂ
Record: 14| 4 | 1 b | p1|pkof 22

SURVEY DEFINITION
Cormment
by Survey MName |

LT I lolexlef [ ] copy| el | Record selector
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NEAT First Steps after Installation

4. Create Initial Client Survey

The questions from the Initial Client Survey will be copied in three steps.
The first step is to highlight one of the questions by clicking the square to
the far left of the question. The screen should look identical to that below.

EE Agency

Agency Name |State of Minnesota | state [MN_|

Agency Information | Contacts (4) | Cost Centers (2)  Surveys (1) | Clients (2) | Audits (2)] ‘Wark Orders (2)] Status Histury]

Survey Name |Initial Client Survery | W Active

Survey Question Definitions

Question

P |Dwelling and Client 1/ Age of dwelling (year builf)

Dwelling and Client 2 Thermostat setting - Day ]
Comfort
] Cwelling and Client 3 Thermostat setting - Night
Comfort
: N Dwelling and Client 4 Existing setback thermostat?
Click at il
far Ieft ] Cwvelling and Client 5 Setback thermaostat properly used?
Comfort
N Dwelling and Client G Install setback thermostat?
Cormfart ﬂ
Record: 14 ¢ | 1 b | p1|p¥|of 22

SURVEY DEFINITION
Camment
by Survey Mame | J
1 ] r]m]refof[ T Copy | Del
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NEAT First Steps after Installation

4. Create Initial Client Survey

The second step is to highlight all of the questions by pressing the “Ctrl”
key, and while holding that key down, also press the “A” key.
Alternatively, you can hold the left mouse button down in the square to the
left of the first question, and drag the mouse down to highlight all of the
questions. The screen should look identical to that below.

Agency

Agency Name [State of Minnesota | state [MN_|

Agency Infarmation | Contacts (4] | Cost Centers (2)  Sunseys (1) |Clients (2] | Audits (2) | Work Orders (2) | Status Histony

Survey Mame |Initial Client Survey | WV Active

Survey Question Definitions
Group Order # Question -

g and Client
ng and Client 5 Setbhack thermostat properly used?
mfort
ng and Client B Install sethack thermostat?
Record: 4] < | b | pE|p#|of 22
SURVEY DEFINITION Commmiant

by Survey Mame |

T L] of ] M@

12/29/2004 14



NEAT First Steps after Installation

4. Create Initial Client Survey

The third step is to copy all of the highlighted questions by pressing the
“Ctrl” key, and while holding that key down, also press the “C” key. The
shortcut reference to this key sequence is Ctrl+C. The screen will continue
to show all of the questions highlighted as shown below.

Agency

Agency Name [State of Minnesota | state [MN_|

Agency Infarmation | Contacts (4] | Cost Centers (2)  Sunseys (1) |Clients (2] | Audits (2) | Work Orders (2) | Status Histony

Survey Mame |Initial Client Survey | WV Active

Survey Question Definitions
Group Order # Question -

2 Thermostat setting - Day

3 Thermostat setfting - Might

4 Existing setback thermostat?

b Sethack thermostat properly used?

B Install sethack thermostat?

Record: 4] < | b | pE|p#|of 22

SURVEY DEFINITION Comment
iy Survey Mame | _I

L7 ] [+]ef[T ] Copy| Del
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NEAT First Steps after Installation

4. Create Initial Client Survey

Alternatively, after all of the questions are highlighted, they can all be
copied by selecting the Edit menu near the top of the screen, then selecting
Copy from the drop-down list. Ctrl+C is the shortcut command for Copy.

% Weatherization Assistant
SaV & B 2l &l TR WK @
Fie | Edit View Insert Format Records Window Help

il copy _cui-c_| i
Lopy S BiState of Minnesota | State [MN_|

| Contacts (4) | Cost Canters (2) Surveys (1) } Clients (2) | Audits (2) | ¥

ki

Initial Client Surveny

Definitions

¥A Delete Record

& Find...
%% Replace...

4 Existing sethack thermostat?
b Sethack thermostat properly used?
ing and Client b Install sethack thermostat?

Comfort
[ 1 »|p1]pk]of 22

Record: I4 |
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NEAT First Steps after Installation

4. Create Initial Client Survey

To paste the survey questions to your agency’s Initial Client Survey, select
the Agency Information tab and choose your agency from the find Agency
by Name drop-down list, as shown below.

Agency Name [State of Minnesota | state [MN_]

Agency Information | Contacts (4) | Cost Centers (2) | Survays (1) | Clients (2) | Audits (2) | work Orders (2) | Status Histary

Agency Name |State of Minnesota | Address
State City
Agency Type Other &l State -]
. U Zip Code
CI ICk Agency = Fhone Mumkber
Information tab | _ T

Comment EMail

Wieh Page URL

CI'Ck on the Agency by Name I Default agency to associate with new Client Wark Order,
- Library. and Supply records. Checking this will automaticall
dI‘Op-dOWﬂ |ISt, then SeleCt yOUl‘ UNc:hr};c:kthis bEE };‘IorallntherAgencygrecards {ie. Only Dne}yr

Agency record can be the Default record).

agency’s name from the list

REPORT
: Select
by Name ;I Select Report |S|:heduled Audits LI | Clients

Agency Narme [State  [Default |pint | pOFFile | SnapshatFile | Explore
—StateufMinnesuta ‘ P ‘ & ‘ 0 selected

R Mo
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NEAT First Steps after Installation

4. Create Initial Client Survey

Your agency’s record will be shown on the Agency screen. From this
screen select the Surveys tab to show the empty Initial Client Survey for
your agency that was created in a previous step.

EE Agency

Agency Name [West Central Minnesota Commy State [MN_|

Agency Information | Cantacts (0) | Cast Centers (0) | Surveys (1) | Clients (0) | Audits (0) | ‘Work Orders (0) | Status History |

Agency Name |West Central Minnesota Communities | Address 123 4th Strest
State City Somewhere
Agency Type Local Community Action Agency j State MM ;]
Federal ID Mum 123-4567 E 55555-4444
o Select Surveystab | ..oz e

Other 1D MNum Fax Mumber (588)123-7654
Comment Ehdail assistance@westcentral.com

YWeh Page UBL wwwwestcentralagency.com

¥ Default agency to associate with new Client, Wark Order,
Library, and Supply records. Checking this will automatically
UNcheck this box far all other Agency records (ie. Only one
Agency record can be the Default record).

REPORT
Select Report |S|:heduled Audits LI gl?;if;
Frewview | Frint J FOF File | SnapshotFile | Explore ‘

0 selected
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NEAT First Steps after Installation

4. Create Initial Client Survey

The Survey tab is labeled “Surveys (1), indicating that one survey record
was previously created for your agency, but the survey is currently empty,
since no questions have been assigned to it. Highlight the entire first
question record, by clicking in the far left box of the blank question record.

Agency Name [West Central Minnesota Commy| State [MN |

 Agency Information | Cantacts (0) | Cost Centers (o) Surveys (1) | Clients (0) | Audits (1) | Work Orders (8)| Status History |

Survey Mame |In|t|a| Client Survey |T~7 Artive

Survey Cuestion Definitions
Group Order # Question

Click in the far left
box of the blank
question record

Record: HI 4 | /[ IHI;,.,};.] of 1

SURVEY DEFINITION Cgmmentl
by Survey Name | _J

T Ll o [T copy] el
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NEAT First Steps after Installation

4. Create Initial Client Survey

Paste all of the copied questions into your agency’s Initial Client Survey by
pressing the “Ctrl” key, and while holding that key down, also press the
“V” key. The shortcut reference to this key sequence is Ctrl+V. A warning
screen will be shown indicating that you will be pasting 22 records.

P.
Agency Name [West Central Minnesota Commy State [MN_]

~ Agency Information | Cantacts (0) | Cost Centd s Histary

Weatherization Assistant

Survey Name |Initial Client Survery

3 You are about to paste 22 record(s).

Survey Question Definitions
| Group | Order # |

Are you sure you want to paste these records? ——

Record: 14] ¢ | T [ r1|r]of 22 Click “Yes” to
SURVEY DEFINITION comment| | AStE the 22 survey

by Survey Name | LI I
questions to your
[T ] |pefof [T ] Gopy| Del | agency’s survey

12/29/2004
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NEAT First Steps after Installation

4. Create Initial Client Survey

All of the survey questions should now be pasted into the Initial Client Survey for your
agency. This survey can now be referenced by any Client record that is created for your
agency. Contact, Cost Center, Client, and Audit records will be created by downloading
information from eHEAT. Close the form to return to the main NEAT screen.

E= Agency

Agency Name [West Central Minnesota Commy State [MN |

Agency Information | Caontacts (0) | Cost Centers (0] Surveys (1) | Clients (0 ] Audits (IZI)] W'ork Orclers (IZI)] Status Histm‘y]

Survey Mame |Initia| Client Survey

| ¥ Active f

Survey Cuestion Defintions

Group | Order # | Question irl! 3
P [Dwelling and Clisnt 1 &ge of dwelling (year built) i CIICk- to close
] Comfort the fOFm
Cwvelling and Client 2 Thermostat setting - Day
Comfart
N Dwelling and Client 3| Thermostat setting - Might
Comfort
] Cwvelling and Client 4 Existing sethack thermostat?
Comfart
N Dwelling and Client 5 Sethack thermostat properly used?
Comfort
] Crwvelling and Client 6 Install sethack thermostat?
Cormfart LJ
Record: 14| 4 | 1 ob | enek|of 22
SURVEY DEFINITION Comment
by Survey Mame | LI
| | 1 | |HE|Df 1 Copy | Del
12/29/2004 21
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12/29/2004

Return to Main Screen

Weatherization Assistant (8.2.4.2) USER: JA GROUP: Admin

4 Clients

Energy Audits
Site Built (NEAT)

Program

A55I51gnﬂe’ Work Orders

Mobile Home (MHEA)

Multi-Family (MFEA)

<Databaser |ChFrogram FilesywWeatherization Assistant §24wadz4.mdb

Description: |Default backend database

Supplies Setup Librany Freferences Log On

Help ‘

Diata Link

Exit
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